EASY at Work - Unit 14 – Workplace Responsibility -  KEYWORDS

LESSON 1 – A Good Job Offer (3 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	sent

have

he got

has

get

think

make

agree 

hire

start(s)

will be

ends

work

pay

are going to be

do

need

figure out

withhold

show

take

paid

moving up

help

meet

call

post


	Department of Motor Vehicles
driving report

clean record

parking ticket

accidents

report

lab

drug test

references

employee

Tuesday

swing shift

change

extra

overtime

nights

Saturday

Sunday

Monday

paperwork

W-4

wages

taxes

information

benefits

medical insurance

medical plan

employees

sick leave

a day off

sick days

vacation days

continuing education workshops

workplace safety class

money management

real estate 

English lessons

custodian

evening shift

team

union representative

break time

union dues

paycheck

month

information

new

employee lounge

questions


	That's good.
What do you think?

I agree

congratulations

swing shift

what are the hours

you might have to...

we will pay you extra

days off

take out of my paycheck

a day off

I'm really moving up

next month

in the Spring

and of course

all of this

what a great company

welcome 

If you have any questions...

Call me if you have any questions.
Do you mean…?



LESSON 2 – Invitations and Replies (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	wait

dropped

lose

like

love

go get 

sounds like

picking up

found/find
	credit card

coffee

lunch

movie

dinner

Friday night

invitation

parents
	Excuse me, sir.
wait a minute

What can I do for you?
Would you like to…?
that's wonderful

sure

That would be great.
How about a movie...?

How about dinner...?

that sounds like



LESSON 3 – Calling in Sick (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	I'm

meet

show

follow

you'll do

call in

here are

leave 

return

worry

forget

can't go

need to

press

key in

can't come

call me

try

wish

have

stay 

take

see you 

get well


	chief engineer

ropes

job schedule

daily checklist

tasks

place

rules

guy

supervisor

someone

shift

work

numbers

office

cell phone

voice mail

card

reservations

directions

party

extension

operator

extension number

star

mailbox

message

maintenance

flu

today

home

substitute

rest

tomorrow
	Good morning.
Nice to meet you.
show you the ropes

that means

follow the rules

You'll do fine.
call if you're sick

they fired the last guy

he wasn't very reliable

feel well

will you find someone

cover my shift

Do you have...?

as soon as I can

I need to call...

Where is...?

Welcome.
please press 

If you know…
key in

Please leave a message.
I'm not well.
Goodbye.
I'll try...

I'm not feeling well.
I think I have

I can't work

you should stay home

take the shift

Get some rest.
We'll see you soon.
get well

you must call


LESSON 4 – Job Orientation (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	fold(ing) up

put 

take down

help

lift

put 

pick up

get

vacuum

clean

disinfect

stocked

check

unlock

open

forget

need

bring

sweep

finish

wipe down

use

protect

unload

don't worry

stack

load

unfold(ing)

mop(ping)


	chairs

cart

table

trash 

vacuum

restroom

soap

paper towel dispensers

light

key

paper towels

broom

dustpan

stalls

soap dispensers

cleaner

counter

sink

sponge

sanitizer

hands

gloves

disinfectant
boxes

truck

back

support belt

legs

dolly

stack

keys

padlock

mop

dolly


	on the cart

then

pick up

must be spotless

I know

looks like

this one's empty

here's the key

unlock it
open it up

I don’t' know

did you forget

Where can I get...?

Do you need anything else?

sweep up

Which one...?

put on your gloves

on the way out

off the truck

be careful

Where do you want these?

onto the truck

What is this?

What am I doing?

What are these?

What is this?

What did I do?


LESSON 5 – Maintenance & Repairs (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	need to 

change

climb up

hold it

don't worry

fall

take out

hand me

finished

check

see

fix/fixed

leaking

replace

turn off

give me

caulk

paint
	light

ladder

old/new bulb

faucet

washer

water

sink

screwdriver

wrench

Phillips / flat head

weather strip

hammer

nails

caulking

tube

caulk

caulking gun

paint

brush
	you climb up

hold it steady

don't worry

you won't fall

take out

here it is

hand me

Are you finished yet?

see if It works

climb on down

I need to fix this

it's fixed

under the sink

Which do you want?

will work
Do you need…?

The paint is peeling.
That means me.
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